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P. erhaps you already know how you are going to use Microsoft 
Works to streamline your business and personal affairs. If you 
don’t, SampleWorks will help you get started. SampleWorks is an 
idea book. We’ve created it to show off the versatility and power 
of Works and to give examples of ways you might use Microsoft 
Works. 


As soon as you start working with Microsoft Works, you’ ll 
wonder how you ever got along without it. Works works like 
you do: it’s easy and natural to use; it’s fast and efficient; and it 
allows you to move smoothly from document to document, bor- 
rowing information and integrating it to create persuasive letters, 
timely reports, and impressive presentations. Microsoft Works 
has four tools to help you make your work more efficient and 
profitable. Because you can use all four tools at once or each one 
as you need it, it’s easy to move swiftly from idea to implementa- 
tion. No wait. No fuss. No need to quit one program to start 
another. 


The powerful word processor lets you write and edit anything 
from a friendly letter to an annual report. To control the appear- 
ance of your document, you can set margins, tabs, indents, and 
line spacing, as well as select the type style and size. Your word 
processor document can also access information from a database, 
in order to print form letters and mailing labels. Before printing, 
you can use Works’ built-in spelling checker to find and correct 
misspelled words. 








The full-featured spreadsheet uses powerful, 
built-in mathematical functions to help you cal- 
culate financial, statistical, and scientific infor- 
mation. And for those important presentations, 
Works can help you communicate to others the 
essence of the rows and columns in your spread- 
sheet by instantly charting the data in your 
choice of styles. 


The database helps you store and organize your 
information. Using the Works database, you can 
quickly create data entry forms, enter informa- 
tion, sort it, locate specific entries based on 
simple or complex queries, and print reports. 


The communication program allows you to tap 
into information resources across the room or 
around the world. Without leaving your desk you 
can stay up to date on the stock market, purchase 
airline tickets at the best price, or send electronic 
mail and telex messages anyplace in the world. 
Not only does this program use the standard 
Hayes commands to control your modem, it can 
learn your log-on procedures to ease your con- 
nection to remote databases. 


These four modules have been smoothly inte- 
grated into one powerful program that is easy to 
learn and use. And once you have established 
routine chores, you can create macros that will 
streamline operations by performing a sequence 
of steps in response to a single command. 


As you read the examples in SampleWorks, you 
will notice that we have inserted icons /000] 
giving the page in Microsoft Works Reference 
where you can find more information about a 
particular feature. (For a hands-on tour of many 
powerful Works features, let the Learning 
Microsoft Works tutorial disk be your guide. ) 


The examples in this book will give you an idea 
of the capabilities of Works, but for you to fully 
appreciate its power and ease-of-use, we suggest 
you sit down at your computer and start putting 

Works to work. 


You operate a small 
catering firm, spe- 
cializing in providing 
food and beverages 
for office parties, 
family celebrations, 
and other social 
functions. You pub- 
lish a list of the food 
and services avail- 
able, and most of 
your business comes 
through phone 
orders. You want to 
be able to quickly 
enter the quantity of 
each item desired 
and immediately tell 
the customer what 
the total bill will be, 
without having to 
deal with calculators 
and price lists. 





THE WORKS SOLUTION 


List all the items you offer on a Works spreadsheet, along with the 
unit price and a formula that multiplies price by quantity. Works in- 
stantly provides the total cost of the items ordered and even adds the 


sales tax. 


USEFUL 
WORKS FEATURES 


The order entry form shown here is designed so that all the pertinent 
information fits on one page. After you hang up the phone you can 
press a few keys and print one copy for your files and one for your 
customer. The significant Works Spreadsheet capabilities used in this 


example are: 


[A] Automatic date display. The 
NOW() function returns a number 
that Works can use to compute today’s 
date. Applying the Time/Date format to 
the cell containing NOW()—here it’s 
the Preparation Date cell—converts this 
number to your choice of several date 


formats. 


B Automatic totals. The Works 

SUM() function—one of many 
useful built-in functions—automatic- 
ally computes the sum of a range of 
cells. Here, the total cost of food, sup- 
plies, and services is equal to the sum 
of all the entries in the Amount 


column. 


Cell math. Works can calculate 

the contents of one cell based on 
the contents of other cells. Here, the 
Amount column displays the quantity 
multiplied by the unit price. [157] 


(D] Protected fields. With 
Works, you can protect your 
spreadsheet so that the only cells 
that can be changed by the user 
are those you have unlocked. 

The user can press the Tab key 

to move directly from one un- 
locked cell to the next— 

skipping over the locked 

cells and avoiding inadvert- 


ent data entry. 








Your habit of balanc- 
ing your checkbook 
only once every six 
months or so has 
resulted in yet 
another gentle scold- 
ing from your banker 
(and not-so-gentle 
overdraft fees). You 
decide it is time to 


apply the power of 
your personal com- 
puter and Microsoft 
Works to the tedious 
task of tending to 
your withdrawals and 
deposits. 





THE WORKS SOLUTION 


Use a Works Spreadsheet to keep track of your account activities. 
Organize the spreadsheet so that, as you enter each deposit and with- 
drawal, Works automatically keeps a running balance and displays a 
concise summation of all the activity in your account. When you re- 
ceive your monthly statement, simply scroll through your electronic 
register and indicate which checks and deposits have cleared the bank. 
Works keeps track of the total value of outstanding checks and de- 
posits and displays an adjusted balance, which should match the 
ending balance on your bank statement. 


USEFUL 
WORKS FEATURES 


As shown here, you can display different portions of the same 
spreadsheet at the same time. This allows you to keep an eye on the 
status of your account at the top of the screen while entering informa- 
tion at the bottom. The significant Works Spreadsheet capabilities used 


in this example are: 


Built-in mathematical func- 

tions. Works offers an impres- 
sive array of functions to help you with 
computations. A simple example is the 
SUM() formula, which you have used 
in this spreadsheet to compute the total 


of all deposits. 


B| Cell math. Works can auto- 

matically compute the sum of a 
column of cells, or calculate the con- 
tents of one cell based on the contents 
of other cells. 


Conditional entries. Works 

can decide which of several 
values to enter into a cell, based on 
whether or not some condition is satis- 
fied. For this example, you have used 
a formula in the Unposted Checks col- 
umn that states that unless the number 
1 has been entered in the Posted col- 
umn (indicating that the check has 
been processed by the bank), the 
amount of the check should be entered 
in the Unposted Checks column. If the 
number | has been entered (the check 
is posted), a value of 0 is entered in 
the Unposted Checks column. [238] 





File Edit 
=SUM(F25: F161) 


ESIC 


CURRENT STATUS OF CHECKING ACCOUNT 


as of 9/6/87 


This should match balance on bank statement 


Beginning Balance for Account 
Total of Checks Written to Date 
Total Deposits to Date 

Current Balance 

Total Unposted Checks 

Total Unposted Deposits 


Chart Window 


$1,758. 
$24,054. 


$27, 688 
$5,295 
$1,316 
$1,888 


$4,812. 











1/18/87? Groceries 
1/18/87 Boat payment 
1/18/87 Moorage 
1/15/87 Pay-deposit 
1/17/87 Cash 
1/17/87 Dry cleaning 

3 1/28/87 Gas credit card 


$139.68 1 
$552.88 
$287.58 


$1,808.88 
$208. 68 
$17.15 
$125.35 


Press ALT to choose commands. 


Selective print- 


‘DJ ing. You can main- 


tain a permanent record 


$2,677 
$2,125 
$1,838 
$3,638. 
$3,438. 
$3,421. 
$3,295. 


EX2.WKS 





File Edit Print 


Sit 
=1F(E27=1,8, 027) 


Format 


Options 


Chart Window 


STATUS OF CHECKING ACCOUNT 


of 


Beginning Balance for 
Total of Checks Written 
Total Deposits to Date 
Current Balance 

Total Unposted Checks 
Total Unposted Deposits 


9/6/87 


$1, 758.45 
$24, 854.68 
$27, 688.88 

$5,295.85 

$1,316.67 
$1,888.08 


$4,812.52 














Description 


Beginning Balance 
1 17178? Rent 
2 1/3/87 Phone bill 
3. 1/3/87 Power hill 


Press ALT to choose commands. 


Withdrawal 


$425.88 
$57.53 
$134.67 


Balance 


Unposted 
Checks 


$8.88 
$8.68 
$134.67 


EX2.WKS 





of all your checkbook 
transactions by print- 
ing the entire register. 


Or simply select the por- 


tion that has changed 
since you last printed 
and print just that 


section. 
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Your company 

is in the middle of a 
sales contest, and 
you would like to 
send a memo to your 
employees congrat- 
ulating them on the 
sales to date and 
giving them an idea 
of how well each is 


doing. 





THE WORKS 
SOLUTION 


Enter the sales figures into 

a Works spreadsheet, then plot a 
chart that can be included in your 
memo. With Works, information 
created and stored using one of the 
Works tools can be integrated into 
the output of other tools. 


USEFUL 
WORKS FEATURES 


As illustrated by this memo, the 
power of Works is balanced by its 
simplicity. Even the most inexperi- 
enced computer user can rapidly 
start using it as an integrated sys- 
tem of tools. The significant Works 
word processing capabilities used 
in this example are: 


[A] Integrated capabilities. You 
can incorporate portions of one 
document into another document— 
even if they are created by different 
tools within Works. You can, for ex- 
ample, include a Works chart or a sec- 
tion of a Works spreadsheet or data- 
base file in your word processor 
documents. /536] 


Ability to control position 
and size of charts. The loca- 
tion in your document of the in- 
cluded chart is indicated by a text 
label that includes the name of the 
spreadsheet file and the name of 
the chart. You can use standard 
Works editing techniques to copy or 
move this label to other locations, 
and use the Format Paragraph 
command to specify the dimen- 
sions and margins to use when 


printing the chart. 


[Cc] Use of current data 
for integrated charts. 
Each time you print a docu- 
ment that contains a chart, 
Works uses the current 
spreadsheet information to 
create the chart, so your 
chart is always up to date. 
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You are the coordi- 
nator of volunteer 
programs for the 
local children’s 
museum. You often 
fil=y-re fe (oe) ge F-14) F42) 
basic information 
about each volunteer 
so that you can quick- 
ly identify volunteers 
who have been 
trained to work ina 
specific area of the 
museum and are 
available to work on 
a certain day. You 
would also like to be 
able to easily identify 
the relative level of 
involvement of differ- 
ent categories of vol- 
unteers, such as 
those over 65 years 
old or those under 21. 





Nie eet et eel 
THE WORKS 
SOLUTION 


Use the Works Database to store 
all the pertinent information about 
each volunteer. When you need a 
volunteer—for example, someone 
who can come in on Saturday and is 
qualified to help in the gift shop— 
simply press a few keys and Works 
quickly identifies potential 
candidates. 


USEFUL 
WORKS FEATURES 


The simple form shown here was 
created with the Works Database. 
To enter information about a vol- 
unteer, simply fill in the fields 
(Works will compute the contents 
of the Age and Years Service fields 
for you). The significant Works 
Database capabilities used in this 


example are: 


select Options Query dow 
VOLUNTEER INFORMATION FORM 
E Lambert Volunteer #: ma 


First MI Last 


Address: 345 7th Street 
City: Bellevue 


Home Phone: 576-2691 Work: 567-8765 


Enter a y for the days available: 
Mon Tue Wed Thu 


State: WA ZIP: 98181 


Fri 


Date of Birth: 7731/69 
: 18 


e! 
Start Date: Lue 
Years Services 3.4 


x 
Sat y Sun y ‘DJ 


Enter a y to indicate work area qualifications: 


Admin Accounting Guide y 


Comment: 


Gift Shop y 


Ticket Booth y 


Press ALT to choose commands or Ctrl-PgDn/PgUp for next previous record, 








Edit Window 
"y 
VOLUNTEER INFORMATION FORM 


Name: Volunteer #: 
ill Last 
Date of Birth: 
Address: Age: 
City: State: Zip: 
Start Date: 


Home Phone: Work: Years Service: 


Enter a y for the days available: 
Mon Tue Wed Thu Fri Sat y Sun 


Enter a y to indicate work area qualifications: 


Admin Accounting Guide Gift Shop Ticket Booth 


Comment : 


i gift QUERY EX4.WDB 
Press ALT to choose commands or F168 to exit Query screen. 


[A] Data entry forms. As you list the information you 
want to record in the database, Works creates a data 
entry form. To enter information about a volunteer, simply 
bring up the form and fill it in. [345] 


Formatted fields. A field can be formatted to dis- 


play its contents in a specific fashion, such as dollars 


and cents or, in this case, a date. 388 | 


Computed fields. If the information in a field can 

be computed from the contents of other fields, you 
can enter a formula in that field when you create the form. 
Then, when you fill in the form, Works automatically 
computes the contents. /341 ] 


Date arithmetic. Works can compute the amount 
of time between two dates and express it in any 
increment, from seconds to years. /368] 





File Edit $ Format Options Query Report Window 


volni 
Lambert 2/2745, Bellevue 
Brown 5/6/46 Seattle 
Lambert 2/31/69 Bellevue 
Cox 475746 Redmond 
Oberlin 871769 Seattle 
Lafferty 4/25/57 Seattle 


EX4. WDB 
Press ALT to choose commands. 


Database query. Works has a query form that is 

identical to the data entry form. To identify people 
meeting specific requirements, you enter those require- 
ments in the relevant fields and Works locates all records 
that match. /357] 


[F] Multiple information views. Works allows you 
to switch back and forth between Form View, which 
uses the data-entry format to display all the information 
about a single record, and List View, which displays an 
entire record on each line (the line may extend beyond 
the edge of the screen, as it does here). [344 ] 
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valuate 
EMoan 


You are considering 
the purchase of a 
new home and have 
been confronted with 
a variety of financing 
options. For one 
thing, the interest 
rate can vary greatly, 
depending on the 
length of the loan 
period, the size of 


a 
THE WORKS 


SOLUTION 


Take a few minutes to set up a 
Works spreadsheet that not only 
allows you to evaluate these 
options, but also shows you the 
distribution of your monthly pay- 
ment between principal and inter- 
est, and the declining balance of 
the loan for its entire term. 


[aa at See os ET | 
USEFUL 
WORKS FEATURES 


Buying a home is a complex 
process, and we often leave the 
details to the “professionals” who 
are there to help us. But as this 
Works Spreadsheet shows, a little 
extra planning before you sign any 
papers can save you a lot of money 
over the term of a loan. The sig- 
nificant Works Spreadsheet capa- 
bilities used in this example are: 





the down payment, Dou $126, 009 os 
Int $2 fa 
and other factors. meest £70-000.09 q 
- 50% qT 
You want to evaluate ee ee eer 
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on your budget, but ive 20Sragg 4° Logg 7! 1025.1, 3429 208, Seg 
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fh a 6/84 7797. 049 . 14.52 4.86 7897. 
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privacy of your 3/e¢ 1982653. 42. 1049.47 1013.49 35sa7 295, 7539 
< 10/aq 205,646 '>¢ 2,049.3, 2913.15 36.2; —- 405, 755, 
home, without the 105/60g 0 4049.41 1012.99 36.56 295, 739.'5 
049.5, 2/012. 44 36.91 15,683.15 
912.09 ee Ef 26 
-62 cla cle 
5,571.55 


pressure of a banker 
looking over your 
shoulder. 





Al Protected cells. By unlocking 
wal only the cells requiring user 
entry, and then choosing the Protect 
option from the Options menu, you 
can prevent anyone from accidentally 
entering a number directly into a cell 
that computes its contents based on 
other cells. In this loan amortization 
spreadsheet you have unlocked the 
cells holding the five variables that you 


want to consider (Price, Down, 
Interest, Term, and Start Date). 


Character formatting. You 


can make significant cells stand 
out by displaying their contents in bold 


text. 
Periodic payment cal- 


culation. Works provides a 











iD] Date arithmetic. Works can 
== use formulas to generate a series 
of dates. The payment date in the first 
column of this spreadsheet is auto- 
matically incremented by adding one 
month to the contents of the previous 
cell in that column. The user can 
change the entire date column by 


changing the start date. 


Immediate recalculation. 

With Works you can quickly see 
the effect of changing any of the vari- 
ables, such as the interest rate, the 
down payment, or the amount of an 











individual payment. For example, one 
extra payment of $1,000 tacked onto 
the third payment causes the loan to be 
paid off 25 months early, saving you 


over $26,000. 
Multiple copies of cells. You 


can enter a number or formula in 
one cell, then use the Fill Down or Fill 
Right commands from the Edit menu 
to duplicate that entry as many times 
as you require. Here, you entered the 
formulas required to compute the result 
of the first several sets of payments, 
then selected the next 358 rows and 
chose the Fill Down command to com- 


pute all 360 payments. 
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ee ae a Ge a a ST 
THE WORKS SOLUTION 


Create a simple time sheet in the Works Database, and copy it to each 
person’s computer. Since most employees use Works while performing 
ella employees their job, all they have to do as they start and finish each project is 

roli[e[-Mlslsigte Fr) ily switch to the Time Sheet file and enter the job number and the time. In 


i fi his task implified by Works. 
le) a4 time among a act, even this task can be simplified by Works 
variety of jobs, and 


paint reer ape USEFUL WORKS FEATURES 
for the time spent 





The data entry form shown here illustrates the features that allow you 


on each J ob b y al Y to efficiently gather information with Works. The significant Works 
employees during Database capabilities used in this example are: 
that period. Currently 

" Automatic data entry. Since 
empl oyees" write each employee has a computer 
down the time as re ve ores io you oe epee 

a e time log by having Works enter 
trong ate Soe ena 
. into this field when a new log is 

all the time segments opened. 


and generating in- 
voices is occupying 
too much of your 
bookkeeper’s time, 
and you want to 
automate the 
process. 





Informational labels. Works 
allows you to display labels and 

notes on a data entry form to provide 

instructions or guidance in filling 


it out. [347 


File Edit 
"Steve Lambert 


Print Select 


Format 


[c] Automatic time and date 
entry. Works provides a shortcut 
for stamping your time log with the 
current time and date. All employees 
have to do to enter the current time or 
date from the computer’s clock into a 
particular field is highlight the field 
and press two keys. [370] 


Options Query Report Window 


TIME SHEET FOR: Steve Lambert Al 


Job Number: 87-15 


NOTE: Highlight Start or Finish and ‘Press Shift Cérl ; 


Start: 8:26AM Finish: 


Comments: 


4774? FORM 


Press ALT to choose commands or Ctrl—PgDn/PgUp for next previous record. 


5:36PM 


Date: 2/5/87 


Total: 9:16 


Enter" to enter time. 


EX6.WDB 
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create 
a Report 


Your employees are 
using Works to keep 
a log of the time they 
spend on each of a 
variety of jobs (see 
the Create a Time 
Sheet sample). You 
want to use this in- 
formation to prepare 
a client billings 
report and to com- 
pute the total number 
of hours worked by 
each employee dur- 
ing each pay period. 





THE WORKS SOLUTION 


Use the Works Database to create billing and payroll report forms. At 
the end of each billing or pay period, copy the time-sheet file from 
each employee’s computer to the bookkeeper’s computer and combine 
the time sheets into one Works database file. Works lets you sort the 
information in this file in various ways, and you can restrict its opera- 
tions to information for specific time periods to supply the data 


required for the reports. 





USEFUL WORKS FEATURES 


Here you see illustrations of the process of sorting and restricting the 
information contained in your database in order to produce a report. 
The significant Works database capabilities used in this example are: 


(Al Sorting on up to three fields. 
You can control the order in 
which your records are displayed in a 
report by sorting the records before 
printing the report. Works sorts on up 
to three fields. To produce a client bill- 
ing report, for example, you can sort 
first by job number, then with- 

in the records for each job number 

by date, and finally, for each date, by 
the employees who worked on that 


job on that date. 


(B} Restriction of the output to 
selected records. Works pro- 
vides a query form identical to the data 
entry form for the currently active 
database file. Simply specify the infor- 
mation you desire in one or more 
fields, and Works limits the records 
displayed and included in reports to 
those that match your specifications. In 
the query shown here, the records are 
being limited to those indicating work 
performed during the first 15 days of 


February. 


Titles, headings, the date, 

and page numbers. You can 
make the purpose of your reports 
readily apparent by including a variety 
of information in addition to the data 
contained in each record. 





[A' 






































iD] Page breaks. Works lets you a specified field changes, and print a arr genres 

control where a new page is summary of activities since the pre- Ist Field: (Job Number } 
started in your report. For the client vious interruption. For this client bill- | SScabeandes GC) tescent 

and employee time reports, you have ings report, you have specified that the RICA Ene ; 
started a new page for each client or job number and a subtotal of hours a ee 
we = : ascend cen 

employee. | 63 ] worked on that job be printed each _ Se 

time the client number changes. [438] 2 

(+) Ascend ( ) Descend 

Calculation of subtotals r < 0K > «Cancel? 








for selected columns. With 
Works, you can interrupt the flow 
of information each time the data in 


Report Edit Print Select Format Query Window 
de" 2A17BU' &K=" 2/15/87 
Employee: 


8 Tiwe Report, Listed by Client. 
Job Number! r Page 2/16/87 Bes 


Joh Number Date Hours Emp loyee 


Hours: 
Job Number Date sHours >Emp lovee 


Date: >=' 2/1/87" &<=' 2/15/87" 0 Joh Number =SUM( Hours) 


i Date QUERY EX?.WDB REPORT EX?.WDB 
Press ALT to choose commands or F18 to exit Query screen. Press ALT to choose commands or F16 to exit Report screen. 


Time Report, Listed by Client 
2416/87 


Job Number Date Hours Emp loyee 


Joan Lambert 
Joan Lambert 
Salley Oberlin 
Chris Hancock 
Scott Lafferty 
Joan Lambert 
Joyce Cox 
Steve Lambert 


87-12 272/87 
B?-12 2/3/87 
87-12 2/3/87 
B?-12 2/4/87 
87-12 2/4787 
BR-12 2/18/87 
82-12 2711/87 
B2-12 2711787 


nannnneoen 


82-12 


tw 
a 


Page 1 EX?. WDB 
Press ENTER to continue or ESC to exit Report view. 





Your interest in the 
stock market has led 
you to subscribe to 
one of the online 
services that pro- 
vides a variety of 
current and historical 
information about 
publicly-traded 
stock. One of the 
reports you partic- 
ularly like provides 
the high, low, and 
closing prices of an 
issue for each day of 
the previous week. 
You would like to 
capture this informa- 
tion every Friday 
after the market 
closes, and use it to 
create a chart. 





THE WORKS SOLUTION 


Use the Works Communication program to log on to the online 
service and capture the information. Depending on the format of the 
captured information, you can then either load it directly into a Works 
spreadsheet file and create a chart, or you can load it into the Works 
Word Processor, use the Replace command to change the formatting, 
and then move the information to the spreadsheet. 


USEFUL 
WORKS FEATURES 


The Works Communication program makes signing onto your favorite 
online service fast and easy. The significant Communication capabil- 


ities used in this example are: 


[A] Hayes modem command set. 
Works uses the popular Hayes 
modem command set to control and 
monitor the status of your communica- 
tions. At your request, Works will 
automatically dial your phone or 
answer an incoming call. 


(B} Auto Logon. Works can record 
your logon procedure, including 
the prompts from a remote computer 
and your responses, and save this in- 
formation in a file. To log onto the 
same service again, simply open that 
file and choose the Sign On command 
from the Connect menu, thereby sav- 
ing the time and frustration of trying to 
remember complex logon procedures. 


[Cc] Toggle text capture on 

and off. When accessing expen- 
sive online services, save connect 
time by having Works store the infor- 
mation you view in a file, as you 
rapidly scroll through it. You can 
later load this information into the 
Works Word Processor for a more 
leisurely perusal. Captured text 

can be stored in its own file or 
appended to an existing file. 
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You actively follow 
the stock market, 
and are already 
using the Works 
Communication pro- 
gram to capture 
stock prices and 
other economic indi- 
cators for further 
evaluation. You want 


to chart this informa- 
tion and print it, so 
that you can more 
readily spot signi- 
ficant trends. 





THE WORKS 
SOLUTION 


Move the captured data from 

the Works Communication file into 
a Works Spreadsheet file and then 
have Works quickly create a chart 
in the approximate format you 
want. Then customize the chart by 
specifying a few parameters, and 
you will have just the tool 

you need. 


USEFUL 
WORKS FEATURES 


You can create a chart in one of 
eight basic formats in a matter of 
seconds. The High-Low-Closing 
format illustrated here is ideal for 
plotting stock market information. 
The significant Works Spreadsheet 
charting capabilities used in this 
example are: 


Titles, subtitles, labels, and 

legends. You can adorn your 
chart with a variety of text elements, 
displayed both horizontally and 
vertically. 


Automatic selection of axis 
values. Works analyzes your 
data and automatically displays axis 
labels in the proper increment. If you 
want to create a special effect, you 
can easily override this automatic 


selection. 


[c} A variety of marker 
styles. When creating 


charts, Works automatically 
assigns a different marker to 
each set of datapoints it plots, 
but gives you the power to 


change them if desired. 
[D] Horizontal grids. You can 


add horizontal and/or vertical 
grids to your chart to assist in analyz- 


ing it. /333] 


Speed charting. Once you 

select the rows and columns of 
the spreadsheet that contain the data 
to be plotted, Works instantly displays 
the data in a basic Bar Chart format, 
automatically determining the X-series, 
Y-series, and legends. You can then 
use various formatting commands to 
tailor the chart to your needs. 


[F] Printer support. Works takes 
full advantage of the power of a 
variety of graphic printers, allowing 
you to reproduce your charts for anal- 
ysis or presentation. / 37 ] 
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Your small company 
provides quality 
rock-climbing gear to 
customers through- 
out the country— 
primarily by mail 
order. You want to let 
this reasonably loyal 
group of followers 
know you are plan- 
ning a clearance 
sale, but you don’t 
want to send out 
anything so glossy 
that people might 
think your advertis- 
Tale Moxey) e-em [o)]41¢ | 
to drive up your 
prices. 





THE WORKS 
SOLUTION 


Usse the Works Word Processor to 
create an attractive flyer. You can 
control its appearance with the 
judicious use of formatting com- 
mands, and by printing it on either 
your dot-matrix printer for a 
“quick-and-dirty” look or on your 
friend’s laser printer for a more 
professional result. 


USEFUL 
WORKS FEATURES 


The flyer shown here illustrates 
some of the ways you can control 
the appearance of your printed 
text. The significant Works Word 
Processing capabilities used in this 
example are: 


[A] Page layout. Works gives you 
precise control over the place- 
ment of your text on paper, by allow- 
ing you to specify paper size and 
margin widths. 


‘B} Character formatting. With 
Works you can emphasize im- 
portant parts of your document by 
printing them in any combination of 
regular, bold, italic, or underlined 
type, and you can use any font or size 
supported by your printer. 


[c} Paragraph formatting. You 
can influence the balance and 
style of your printed pages by accu- 
rately controlling text alignment. A 
few keystrokes allow you to center 
a block of text, print it with left, 
right, or fully-justified alignment, 
or produce the hanging indent 
shown here. 


[D] Variety of tabs. You can 
quickly and easily produce 
clear, readable tables with 
Works. A variety of tab stops 
allows you to automatically 
center entries in a column, 
align them to the left or right 
edge, or align them on a 
decimal point. You can 

also have Works fill the 

blank space before a tab 

with a line to draw the 

viewer’s eye from the 

entry in one column to 

the corresponding entry in 

the next column. 


’ 


; 
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Headers and Footers. Works 

allows you to guide a reader 
through a document by including a 
header and/or footer on each page. 
Information that you enter only once 
is precisely positioned at the top or 
bottom of each printed page. You can 
enter simple instructions to include an 
automatically calculated page number, 
the time and date of printing, the name 
of the file being printed, and other 


information. 


[F] Printer support. Microsoft 
Works offers the same range of 
printer support provided by other top- 
of-the-line Microsoft products, so you 
can take full advantage of all the fea- 
tures your printer offers. You simply 
select your particular printer from the 
list of hundreds supported by Works, 
and the fonts, sizes, and style 
capabilities offered by your printer 
are instantly available. This 

flyer, for example, was printed 

on an Apple LaserWriter. 
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Business has been 
good this year, and 
your expanding com- 
pany has recently re- 
foYor-1 (To CoE] ge [a 
quarters. You main- 
tain a Works Data- 
base file containing 
the name, address, 

F- Jal Merl: FtJhi[er-} ie) ee) 
each of your sup- 
pliers and clients, 
and would like to 
send one letter to the 
clients and another 
to the suppliers, in- 
forming them of your 
new location, but you 
don’t have time to 
write individual 
letters. 





THE WORKS 
SOLUTION 


Use the Works Word Processor 

to write a generic version of each 
letter. Rather than addressing the 
letter to a specific company or per- 
son, simply insert the names of the 
database fields containing the nec- 
essary information. Then print the 
letters. Works prints a copy of the 
letter for each displayed record in 
the database file, inserting the ap- 
propriate information in place of 
the field name in your generic 
letter. 


USEFUL 
WORKS FEATURES 


This sample word processor file 
and the letter it produced illustrate 
the potential of merging the text of 
a Word Processor file with infor- 
mation stored in a Database file. 
The significant Works Word Pro- 
cessor capabilities used in this 
example are: 


Selection of merge data. 

With the Works Print Merge 
option, you don’t have to create a spe- 
cial file for the names and addresses to 
be merged into each letter. Instead you 
can extract this information from any 
Works database file. Works provides a 
dialog box that lists all currently open 
databases. When you select a database 
from this list, you see a list of its 
fields. Selecting a field inserts that 
field at the current cursor location in 
your document. 


Selection of records to use. 

Most word processors require 
you to create a separate list of names 
and addresses for each group of people 
who should receive letters, and then 
you have to print a letter for each per- 
son on the list. Works allows you to 
maintain all your data in one file. Be- 
fore printing a particular letter, you 
simply use the Database Query com- 
mand to display just the records you 
want. For example, you may want to 
send the invitation to your open house 
only to suppliers and clients located in 
your area—here, it’s Bellevue. 


Character formatting. Works can take advantage 
=! of all the power of your printer to produce text in 
different fonts and sizes. The sample letter was printed in 
the Times Roman font on a laser printer. The company 
name is 28 point, bold and italic; the address is 10 point 


and bold; and the body of the letter is 12 point. / 67 ] 
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File Edit Print Select Format Options Query Report Window 


First Name: Last Name: 


Field Name: [ZIP Code ] SHetlews a} 


Street: 


Fields: Databases: City: State: ZIP Code: 
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You have used the 
Works Print Merge 
feature to print a 
letter to each of your 
suppliers and clients, 
using names and ad- 
dresses stored in a 
database file (see the 
Print Form Docu- 
ments sample). You 
are now faced with 
the task of address- 
ing envelopes. You 
want Works to pro- 
duce a set of mailing 
labels, and ideally, 
you'd like to have 
them sorted by 

ZIP code. 





THE WORKS 
SOLUTION 


Use the information stored in an 
existing database to print the labels 
as well as the letters. Simply open 
the database so you can access the 
information, and then open a new 
word processor file and create a 
print merge document containing 
the fields that you wish to appear 
on the label. 


USEFUL 
WORKS FEATURES 


Works greatly simplifies the pro- 
cess of printing mailing labels by 
taking the guesswork out of layout 
and positioning. Significant Works 
Word Processor capabilities used in 
this example are: 


[A] Inserting placeholders. The 
dialog box produced by the In- 
sert Field command allows you to in- 
clude in your document placeholders 
for specific fields from a Works data- 
base file. When you instruct Works to 
print your labels, it prints one label for 
each record currently displayed in the 
selected database file by replacing each 
placeholder with the contents of the 
corresponding field for that record. 


Character formatting. After 
you have inserted the placehold- 

ers, you can specify their font, style— 

bold, italic, underline—and size. 

When Works prints your labels, it 

applies the specified formatting to 

the text it inserts from the data- 


base file. 


[Cc] Page layout. The Layout com- 
mand allows you to specify the 
top, bottom, left, and right margins for 
the page, in order to confine the print- 
ing to precisely the proper area on the 
printed page. This is particularly im- 
portant when printing peel-off labels, 
as they are obviously of little use if the 
address runs off the edge. 


Label layout. With other pro- 

grams, the most difficult part of 
printing labels is setting up the spacing 
between them. The Works Word Pro- 
cessor makes this easy by providing a 
Print Labels command in the Print 
menu. This command allows you to 
specify the database containing the 
names and addresses, the size of each 
label, and how many labels to print 
across a page. 


File Edit Print Select Format Options Window 
»«Pirst- name» «Last- name> 

«Street Address»™ 

«City», «State»--«ZIP-Coder™ 


+ 


Press ALT to choose commands. 





PRINT LABELS 





Databases: 

Label Spacing 
Vertical: 
Horizontal: 


MAIL _LST.WDB t 


13,5! - 


Number of Labels 
fcross Page: [1------- 


<Print> < Test > <Cancel> 


[E] Selective printing. The Print 
Labels command prints labels 
only for displayed records, so you can 
use the Database Query command to 
have Works display records that meet 
your requirements, thereby controlling 
which labels will be printed. /351] 





CHARACTER 





Bold Fonts: 


Cl 

( ] Italic 

C t 
C Helvetica 


Under line 
Strikethrough 
fvantGarde 
HelveticaNarrow — 
Bookman + + 


Position: 


) Superscript 
) Subscript 


( 
( 
( 





< OK > <Cancel> 





LAYOUT 


Top Margin: (1" 


] Page Length: [11" 1 
Bottom Margin: [1" } 

J 

} 


Page Width: [8,5" 1 
Left Margin: [1" 
Right Margin: (1"- ist Page Number; (1----] 
Header: [This is the mail label form se] 
Footer: [. 1 


{ 1 No Header on ist Page 
{ 1 No Footer on ist Page 


Header Margin: [8.5" 1 
Footer Margin: (8.5... -} 


> 


MAIL_LAB.WPS 





« OK > <Cancel> 
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The nature of your 
business allows 
fairly flexible em- 
ployee work hours. 
Your employees en- 
joy being able to reg- 
ulate their own in- 
come and their free 
time, but the con- 
stant variation in the 
number of hours 
worked each month 
means that every 
payday your book- 
keeper has to refig- 
ure the various taxes 
fo [-Yo[Ulor(-Je Me ixe)ism-y- 1616) 
employee’s pay. 





THE WORKS SOLUTION 


Use a Works spreadsheet to compute each employee’s taxable wages. 
Have Works look up the FICA tax to withhold in a table, compute 
Social Security and FUTA amounts, and provide a printed record of 
monthly deductions for each employee’s file. 


USEFUL 
WORKS FEATURES 


Payroll calculations are an example of the type of tedious, repetitious 
task that really should be consigned to a computer. The spreadsheet 
shown here may look intimidating, but taking the time to plug in the 
formulas now will save you hours of bookkeeping time each month. 
Significant Works Spreadsheet capabilities used in this example are: 


Cell math. Works can calculate 'B| IF functions. You can use IF 
the contents of a cell based on functions to have Works use dif- 
information you provide elsewhere in ferent tables to look up different infor- 


the spreadsheet. Here Works has com- 
puted each employee’s wages by multi- 
plying the number of hours worked by 


the hourly rate of pay. /157] 


mation, depending on whether or not a 
condition is met. Here the formula 
that computes the FICA tax to with- 
hold contains two IF functions: the 
first determines whether the employee 
is single or married, and the second 
retrieves the tax from either Table 1 


or Table 2. 





Lookup tables. You can store tables of unchanging information in a 

spreadsheet and have Works look up and retrieve specific items based on 
criteria that do change. For example, to compute FICA by hand, you would 
consult a table in an IRS pamphlet that would give you the tax based on the 
pay period and the marital status of the employee. To have Works compute the 
tax instead, you create two tables in your spreadsheet, and enter the formula 
described in B into the cell that should contain the FICA tax. The IF functions 
in this formula determine which table Works should use, and the VLOOKUP 
function retrieves the tax from the table by finding the appropriate number in 
the left column and then retrieving the tax from the right column. /237] 





File Edit Print Select Format Options Chart Window 
=IF(B7=1, VLOOKUP(C11, table1, 1), IF(B?=2, VLOOKUP(C11, table2, 1), ERR())) 






PAYROLL COMPUTATION for (enter employee’s name here) 
For the month of May 












Hours worked this month 111 
Hourly Pay Rate $18 
otal Wages $1,999.98 
Single (1) or Married (2) 1 
Number of Exemptions 1 
Deduct per Exemption $98 
Total Deduction $98 
axable Income $1,989.98 
FICA Tax $339.57 
Social Security $143.88 
FUTA $124.08 






$1,393.42 





ct Format Options Chart Window 





Press ALT to choose commands. 
1978.81 
2508, 81 
2976.81 


Table2 
217 
217.81 
863.81 


1723.61 
2123.61 
2598.61 
3675.61 
4828.61 
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